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PROGRAM OF INSTRUCTIONS (POI) CHECKLIST
INSTRUCTIONS: Check the appropriate box: YES, NO or N/A. If you answer "NO" to a question. not the item number with a comment for clarification
and state a recommendation.
REQUIRED DOCUMENTATION: CURRENT APPROVED POl, CORRESPONDING T&R MANUAL(S)
ITEM
Yes
No
N/A
COVER LETTER/ROP
Cover letter (or endorsements letter) and ROP.
Ensure POI Review Checklist is completed and signed.
PREFACE - PAGE III
Reflects course purpose, graduates' information, and POC.
SECTION I - COURSE DESCRIPTIVE DATA
1.  COURSE TITLE:  Reflects complete course title listed in student register/TIP.
2.  LOCATION:  Reflects school name and location address.
3.  COURSE ID: Reflects CID listed in student register/TIP.
7.  SCOPE:  Reflects all areas of instruction.
8.  LENGTH (PEACETIME):  Reflects total number of training days.
4.  OTHER SERVICE COURSE NUMBER (OSCN):  Reflects OSCN, if applicable.
5.  MILITARY ARTICLES AND SERVICE LIST NUMBER (MASL):  Reflects MASL if applicable.  (Courses approved for       international students receive a  MASL Number.)
6.  PURPOSE:  Reflects course intent.
9.  CURRICULUM BREAKDOWN (PEACETIME):  Reflects total academic/administrative hours - ensure that all categories
     contain designated hours.  Each academic day will be at least 7 academic hours long.
10.  LENGTH MOBILIZATION:  Reflects training length - Academic hours divided by 9.
11.  CURRICULUM BREAKDOWN (MOBILIZATION):  Reflects peacetime curriculum breakdown, unless otherwise noted.
15.  CLASS FREQUENCY:  Reflects course iterations (consistent with TIP, unless additions or deletions).
16. TARGET POPULATION DESCRIPTION/PREREQUISTIES: Reflects Target Population Description and Prerequisites.
12.  MAXIMUM CLASS CAPACITY:  Reflects maximum class capacity (consistent with TIP).
13.  AVERAGE ANTICIPATED CLASS SIZE:  Reflects annual TIP divided by class frequency.
14.  MINIMUM CLASS CAPACITY:  Reflects minimum class capacity.
19.  FUNDING:  Reflects MILPERS, TECOM or Unit funded.
17.  MOS Received:  Reflects MOS received, if applicable.
18.  OCCUPATIONAL FIELD MANAGER:  Reflects agency managing course quotas.
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ITEM
Yes
No
N/A
20.  REPORTING INSTRUCTIONS: Reflects reporting instructions and messing/billeting notes.
21.  INSTRUCTOR STAFFING REQUIREMENTS:  Reflects instructor billets and corresponding comments.        (See Appendix A for Instructor Computation Worksheet (ICW)).
24.  TASK LIST:  See appendix B.
22.  SCHOOL OVERHEAD REQUIREMENTS:  Reflects school overhead billets and corresponding comments.
23.  TRAINING SUPPORT REQUIREMENTS:  Reflects all facility/equipment/ammunition required to conduct one iteration of       the course and corresponding comments.
SECTION I - APPENDIX A - INSTRUCTOR COMPUTATION WORKSHEET (ICW)
SECTION I - APPENDIX B - TASKLIST
TASK LIST reflects all current, signed T&R Manual events and does not include events not in the applicable T&R manual.  Includes relevant comments.
SECTION II - SUMMARY OF HOURS
Present.
SECTION III - SUMMARY OF HOURS
Each Annex is complete and reflects the purposes of each annex and any learning outcomes.
ICW notes should state how many instructors are required - if different from the ICW calculation. Additionally, if more instructors are required than the ICW number of instructors, identify where additional instructors will come from.
SECTION IV - CONCEPT CARDS
SECTION V - 
Reflects Lesson title.
Reflects appropriate annex.
Ensure total hours are appropriate for each lesson.
Reflects required ammunition, if applicable.
Ensure concept cards contain either LOs or Lesson Purposes.
Reflects all methods/hours.
Ensure student-to-instructor ratio is appropriate for each method - reflect maximum class capacity only.
Reflects required media necessary to conduct class.
Ensure all references required to conduct a class are listed.
Ensure Administrative cards describe event in detail (check-in, check-out, graduation) - located in Annex Z.
Ensure ELOs contain condition, one behavior and standard.
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LOCATION OF LEARNING OBJECTIVES REPORT: Ensure every Learning Objective (LO) is assigned to a concept card and ALL LOs are taught and evaluated (i.e. Knowledge based LO evaluated on written exam; Performance based LO evaluated performance exam) (Refer to SAT User's Guide Ch. 6, 6001, Figure 6-3). All TLOs will include at least two ELOs.
Ensure Terminal Learning Objectives (TLOs) contain condition, one behavior and standard verbatim from T&R event. If not, ensure Downgrade justifications are included for tasks that cannot be performed to standard.  Downgraded TLOs should reflect behaviors expected from students - in the classroom environment.
ITEM
Yes
No
N/A
SECTION VI -  STUDENT PERFOMANCE EVALUATION 
Describe purpose and method(s) of the student's evaluation.
Describe remediation procedures and what happens if a student fails remediation.
Describe course mastery/graduation criteria.
Includes list and location in the POI where all events in the task list are performed to standard and which events are downgraded.
SECTION VII - DISTRIBUTION LIST
Ensure Distribution List reflects agencies where the POl is to be distributed - minimum distribution should reflect: COMMARFORRES/COMMARFORLANT/COMMARFORPAC and Marine Corps Institute (MCI).
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USEFUL INFORMATION
To calculate calendar days:  divide training days by 5 and multiply by 7.
To calculate training days:  divide academic hours by 7.
Average length of a training day:  total academic hours divided by training days.
Funding:  TAD = TECOM (C465) or unit funding)                           PCS = MILPERS
TAD:  139 calendar days or less.                                    PCS = 140 calendar days or more
NOTE:  Average training day must be at least 7 academic hours, but more academic hours per day is acceptable.
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